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Overview

Introduction The purpose of this topic is to provide guidance on downloading data and

records from the Fixed Asset Accounting and Control System (FAACS). The
following procedures provide a step-by-step guide on using the FAACS
downloading screens.
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Procedures

Initial To use the FAACS download capability, access FAACS (Refer to CAPP Topic No.

Navigation

/i FRACS - Microsoft Internet Explorer [CO]=]| &

70315, Logging On and Off). Then go to the “Other” navigation bar and click on

“Download Transactions.”

J File  Edit “iew Favorites Tools  Help |
4= »
- Address I@ http: firt-cfigaifascemain.cfm j o
Back
Favarites vl 571372003 Fixed Asset Accounting and Control System
Gjadd. 05 > . :
Pending Tranzactions
I =]
(3 Meciia Master File Maint | Trans File Maint | Error File Maink | Surnnnaty Maink
&1 msn
[ My Docum... YOU HAVE TRANSACTIONS PENDING IN THE FOLLOWIMNG FILES: I
&] Radio Stati.. o
&) Wb Everts Transaction File:
€] hitp--wrw.. There are 300 pending transactions:
€] Otficial DO... 300 on Hold Status
&] May 2000 . 0 Released Transactions
€] The Univer .. 0 Incomplete Transactions
@ M=k com
&] Brookings Error File:
@ Country b, : 5
There is 1 error transaction.
@ Departmen... b
@ recruit
&] Wirginia Cr... Summary File:
& State Empl... ;
There are 4 summary transactions. =
& USNO Masz..
. - L
|@ Dane ’_’_ E‘g Local intranst S

| oSO

Eﬂstartl (L)) Ik - Micrazaft Outiook | E¥ Microzoft Word - Docume. .. II@FAHCS - Microsoft Inte...

D 11:23.aM
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Procedures, Continued

This will bring you to the FAACS File Download Screen with two choices.

3 FAACS - Microsoft Internet Explorer

J File  Edit “iew Favorites Tools  Help

ko d

&

Back

-

Address I@ hittp: fint-cffgasfaacsimain.cfm

Favarites

[ Aol

(3 Links
(L Media
&) Ms
D by Drocum. ..
&] Radio Stati...
@ Wyeh Events
@ http--oewy .
& Otticial DO
& Wy 2000 ..
@ The Univer ...
@ MSh.com
@ Brookings
@ Courtry b...
@ Departmen..
@ recruit

@ Yirginia Cr...
& State Empl...

& USND Mas. .
E hAT-h 1

4

5/13/2003 Fixed Asset Accounting and Control System 11:24:38 AM

FAACS Download Screen

Master File Maint | Trans File Maink | Error File Maink | Surnrary Maink | Wiew Tables | Restricked | Other

FAACS File Dovwnload Screen

Master File
Table Files

FAHLOS00 USERID DOATTH

. .t r r [ 1 [ [ [  [HeLP | Locorr |

|@ Cone

I_I_ 25) Local intranst i

Eastartl (L Inbox - Microsoft Cutlaok | ¥ Microsoft word - Docume... “@FAA.CS - Microsoft Inte...

| OS]

Office of the Comptroller
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Procedures, Continued

Master File
Download

From the FAACS File Download Screen choose “Master File.”

This will bring you to a screen that has a drop down menu that allows the user to
choose from the agencies that the user has security to access (if more than one).
Using the drop down menu, choose the agency to be downloaded. Next choose the
asset category or all (categories) to be downloaded. “All” is the default choice. The
user may also choose to download capitalized, controlled or all assets for the
download. Again, “All” is the default choice. The preferred file type is “txt” (tabs)

which is the default.

3 FAACS - Microsoft Internet Explorer
J File  Edit “iew Favorites  Tools  Help

(::l B

Back

Adress I@ hitpa: secure doa state va usifascs!

Eacd.. >
[[OLinks =4
(1 Mectia Master File Maint | Trans File Maint | Error File Maink | Summary Maink | ‘Wiew Tables | Restricted
& MSH

CamyD...
& Radi..
& wieh
@ hittp- .

FAACS Download Screen

Mext Page

Agency |100 (441 Records) =]

@May

@The Asset Status: ¢ Capitalized ¢ Controlled ¢ All

& MSH...

@ Broa... Preferred File Type Itxt (tabs) 'I
@Cou...

@recruﬂ
&) virgi...
&) Stat... —
&]usn...
& MEN...

4

Favarites X | JLETETIE] Fixed Asset Accounting and Control System 10:48:50 AM

@Ofﬂc"' Asset Cateqgory: rt- Land 0o2- Buildings - 3- Infrastructure 0 - Equiprnent v all @‘

&]Dep. FANLAZ00 USERID DOAITH

MBC... ]
a Y N e e

| Other

=

| Y
|@ Done I_E|ﬂ Irternet

| HOSOUN

;@mard (0] Inbo: - Microsoft Cutiook ||@ancs.n.1icmsuﬂ Inte... [ Microsoft Word - FAACS | | AT EER ™A 1049 aM

Continued on next page
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Procedures, Continued

At this point, the user may choose to download the master file for the agency given
the choices so far by clicking on “Create File”. Alternatively, the user may choose to
select only certain data elements. Four additional screens may be accessed that allow

the user to choose either groups of data elements or individual data elements. For
this process, the user should choose “Next Page.”

The first of the four screens is presented below:

3 FAACS - Microsoft Internet Explorer

J File  Edit “iew Favorites  Tools  Help
»

A Adress I@ hitpa: secure doa state va usifascs!

Back
Favortes X | LGSR Fixed Asset Accounting and Control System
Eacd.. >

FAACS Download Screen
[[OLinks =4
(1 Mectia Masker File Maint | Trans File Maint | Error File Maink Summary Maink
& MSH
Cmyo. — _ e _ _
) ot All (this page) Clear all (this page) Zreate File

@Radl... i

Viigh :
@ - o, : 100 Cat LAl Status: All i il [:]g
@”ﬁp'--- Sene SredBn Sita Type: |txt (tabs) - &
&] offic... &
'@ May ... [T Date Created [T LOoC Floor [T Tag Indicatar [T Agency Youcher Murmber g
'@ The ... [T Date Last Updated [T LOC Room [ Controlled Indicator [ Agency PO RED Mo
@ MEN... [T Description 1 [T Respon Position [T Agency Organization [ Fiscal Date
@ Broa... [T Description 2 [T Respon Description [ acq Date [ Quantity
@ Cou... [T Description 3 [T ACG Cost Basis [T surplus Date [T Last Inventory Date
@ Dep... [T Description 4 [ availability Code [T Momenclature [ Depreciation Last Calc
&] recruit [T Lo Building ID [T ACGQ Method [T Useful Life Date
&) virg... [T LoC FIPS Code [T Qwn Status Code [T vendor ID
'@ Stat... — [T LoC wing [T Condition Code [T sgency List Nurmber
&]usn... =
r@ MSH... FAMLO200 USERID DOAITH _I g
& nec... - 7]

|@ Done E|ﬂ Irternet

;@mard )] Inbios: - Microsoft Cutiook ||@ancs.n.1icmsuﬂ|nte___ TV Microsoft word - FAACS |

|ﬂi§®@ﬂ@ 11:03 &M

This screen contains basic descriptive data elements that are either required or the
most used fields in FAACS. The user may choose all of the presented elements by
clicking on “Select All” or select individual data elements by clicking the box next to
the elements to be chosen.

Office of the Comptroller
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Procedures, Continued

If the user chooses “Next Page,” the following page will appear. This screen
contains disposal data elements, additional descriptive data elements and the eight
transaction lines of financial and programmatic data. The transaction lines include
transaction code, fund/fund detail, program, subprogram, project number, funding
source, funding amount, accumulated depreciation, and depreciation year-to-date as
well as other related elements. The user must choose the entire transaction line.

i FAACS - Microsoft Internet Explorer _ &3] x|

J File  Edit “iew Favorites Tools  Help
>

A Address I@ hitps: feecure doa state va usifaacs!

Back
ETLEER A 10842003 Fixed Asset Accounting and Control System 11:04:22 AM
o >

FAACS Download Screen
[ Links =
(3 Mecliz Master File Maint | Trans File Maink |  Error File Maint | Surnmary Maink | Miew Tables | Restricked | Other
& nsn
CamMyD.. — _ — _ :
. t all (this page) Clear all (this page) Create File

@ Radi..

Wigh.. :
@ " : o . all Preferred File
@I’Tl‘tp-... Agency: 100 Category: A Status: A Type: [tet (tabs) = £
&) ofic. &
@ May ... [T Disposal Date [ Serial Number [T comM Identification [T Trans Line 4 g
&]The ... [T Disposal Proceeds [T Model Number [T salvage Value [T Trans Line 5
@ MIZR... [T Disposal Code [T Manufacturer [T Trans Line 1 [T Trans Line &
@B"DD--- [ Disposal Quantity [T coM agency [T Trans Line 2 [T Trans Line 7
'@CDU--- [ Disposal Description [T COM Category [T Trans Line 3 [T Trans Line &
@ Dep...
@ recruit FAMLOSOO USERID DOAITM
&) virgi...
&) Stat... —
&)ush.. =

5

TS . ]

g MEIC &
HELF
= W T 11 ] e ] vooorr | S
|@ Dane |E|ﬂ Internet

Astart| [Dinbox - Microsatt Outioak ||@mncs-nnicmsuﬂ Inte... T Microsaft wiord - FAACS ... |

PP 1104 2m

If an agency uses more than one transaction line of coding on any of its assets,
the user must be sure to include the relevant transaction lines. This is because
the correct amounts for funding amount, accumulated depreciation and
depreciation expense year-to-date are the sum of all used transaction lines for
each asset.

Again, at this point the user may choose to create the file or go to the next page to
choose to include additional data elements.
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Procedures, Continued

3 FAACS - Microsoft Internet Explorer !E E B

J File  Edit ‘“iew Favorites Toolz  Help

This screen contains additional data elements. Included are maintenance contact
information data. None of these are required and most are not frequently used.

The user may at this point create a file or access one final page of data elements.

i

Back

»

-

Address I@ hitps: /fsecure doa.state va us/fascs/

- 107872003 Fixed Asset Accounting and Control System

G acd.. >

FAACS Download Screen

(23 Media
& hsh

& Radi...
& wieh...
@m‘tp-...

&]The ..
&M

@ Cou...
@ Dep...
@ recruit
&) virgi...

P
& MSH...
& nec..
| -

[ Links =

CaAmMyvD..

&) Offic...

@May

@Elroo...

&) Stat... —

Master File Maint | Trans File Maint | Error File Maint | Surmaty Maink

ct all (this page) Clear all {this page)

Agency: 100 Category: All Status: all

[T Agency Loan To [T APR Mumber [ Maint Inception Date
[T Megotiated Use allow [ Maint Contract Number [~ Maint Expiration Date
[ Install Date [ Maint Yendor ID [T Maint Renew Date

[T dccept Date 7 Maint Contact Person [ Maint War Expiration
Crate

FAMLO200

4

(R e e e

|@ Done

FRstart| [5]nbox - Microsott Outiook ||@ancs-nnicmsuﬂlnte... [ Microsoft iard - FAACS . |

Preferred File

e

Type: [txt (tabs) =] e
&

[ Maint Cumm Cost ﬁ

USERID DOAITH

| OS0!

I_ré_|‘ Internet
@ EPPEA 1104 aM

Office of the Comptroller 8
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Procedures, Continued

This final page contains the remaining data elements offered for inclusion in the
download. When all data elements have been chosen, the user should click on
“Create File” to begin the download process.

3 FAACS - Microsoft Internet Explorer

J File Edit “iew Favorites Tools  Help
»

A Address I@ hitp=: Mfsecure doa state va usifaacs/!

Back
GEV R 107872003 d Asset Accounting and Control System
G add.. »

FAACS Download Screen
[ Links =4
(3 Meciiz Master File Maint | Trans File Maink | Error File Maint | Surmmaty Maink | Wiew Tables
& MSH
[Emyo.. — : 3 :
) ot all {this page) Clear all (this page)

@Radl...

Viigh. :
@ = Preferred File
&] hitp-... Agency: 100 Category: All Status: all Type: [tet (tabs) =
&) Offic...
@ My . [T Replacement Index [ Risk Insur Expiration [T Lease Inception Date [T Lease From Agency
@The [T Risk Replace Yalue Date. . [T Lease Expiration Date [ ] Lease Annual Cost
@ MSH. [T Risk Replace Basis r Elst insur EO:!CY e [T Lease Description [T Lease Payment Method

: islk Insur Palicy : e
@B"UU--- [T Risk Actual value I\IJ_ b [T Lease Escalation Date [~ Lease to Description
umber
@ Cou... [T Risk Actual Basis [ Risk Insur Policy [T Lease &ccrual Date [T Lease to Agency
@ Dep... [T Risk Last appraisal Date Description [T Lease From Description
@recruﬂ [T Lease ID Mumber
&) virgi... [T Lease Type Code
&) Stat... —
@USN... FAMLO200 USERID DOAITH
& MSH...
& Mec.. ;
HELF
= ow rr - r 1 [ 1 ] ] [wer] LocorF |
|@ Done E|ﬂ Irternet

;gmarﬂ {0 Inkao: - Microsoft Cutlook ||@ancs-nnicmsuﬂlnte... W Microsoft Word - FAACS |

=

i
i
F
&

| HOSOIMN

HENEEPPEA 1105 aM
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Procedures, Continued

This will bring you to a screen that offers the choice between “Open this file
from its current location” and “Save this file to disk”. Ensure that “Save this
file to disk” 1s chosen and click OK.

J File  Edit “iew Favorites Tools  Help

4= »

Back

Address I@ hitp: fint-cfigalfaacs/main.ctm

Favorites x

Add E 2 File Download

[ Media

&1 msn

D My Docum...
& Radio Stat...
@ wigh Everts
@ hittp--saewe
&) Official D...
&] May 2000 .
@ The Unive...
@ M=k com

@ Brookings

=

ki

IMaster Fi download. bat fram nt-cf

What would pou like to do with thiz file?

& Open this file from its current lozation

[ flways ashk betare apenitg tis pe o file

(3 Links N You have chozen to download a file from this lozation.

B R sowo B[

[}

]

= | &

@ Couritry

Qg I Cancel
@ Departme...

More Info

@ recruit

@ Wirdinia Cr...
& State Empl... FANLOS00
& USNGO Ma..

B v agr r 1 {1 [ [ [ [ [wetr ] Locore |

]

USERID I QATTH

’_’_ 25| Local intranst S

| oSO

Eﬂstartl (O Inbo - Microsoft Cutlook | @FAACS - Mictosoft Irrterne...l File: Dosenlosd

B Microsoft viard - FASCS . ||Fi|e Download

D s am

Office of the Comptroller
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Procedures, Continued

You will then come to a Save screen.

J File Edit “iew Favorites Toolz  Help
4:I >
- Address I@ btp: irt-cffgalfascsmain.cim
Back

Favarites s 8l 5/22/2003 Fixed Asset Accounting and Control System 8:56:56 AM

b A 2 ]

Qs = File Bawnlaad =]

L Meclia Master File Main Yestricked | Other

E]msn Savein: | ‘i FAACSREPTS B =i

Amyoocun. (]

&1 Radio Stat... 2| download tt

@ wiigh Events

@ hitt -

&] Official D...

&1 May 2000 ..

@ The Unive...

@ MSH com

&] Brookings File name: download. b Save I

] Courtry M. - Saveaslype: |Text Daocument = Cancel |

@ Departme ..

@ recruit i

@ Wirginia Cr...

&] State Empl... FANLO900 USERID: T 0ATTH %

& USNG Ma... o

e NN | 2
|@ ’_’_ 25| Local intranst A 4
;;mard (0] Ik - Micrazoft Outiook | & FAACS - Microsoft Irrterne...IIFile Download | A TER? aoam

EW Microsoft Word - FAACS . | File Dravanload I

Indicate where you want the document to be saved and then Click on save. The file
will be saved on your PC as a text document.

Continued on next page
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Procedures, Continued

You will get a message ‘Download Complete.”

ables

Restricted

11:33:22 AM

| Other

TISERIT I OATTH

J File Edit “iew Favorites Toolz  Help

4:I >

- Address I@ btp: irt-cffgalfascsmain.cim

Back
Favorites 2 Sl 572242003 Fixed Asset Accounting and Control System
Acd . 2
[ Lirks 1= Download complete
() Mecla Master File Main b

M= +
@ == Download Complete
D by Docum. ..
&] Radio Stat... Saved:
@ Wb Everts download. st from nt-cf

EENENNNEEEENEEEENNEENENNENEEENNNENNENEEEEER
@ hitp-aee... Downloaded: 44 3FKB in1 zec
@ Official D... Download to: F:JACKAFAACSREPT S download. bt
@ My 2000 .. Trarsfer rate: 44 3KB/Sec
@ The Unive... [" iCloze this dialog box when download completes
@ MSH com
@ Brookings Open Open Folder | Close I
@ Couritry b
@ Departme ..
@ recruit
@ Wirginia Cr...
&] State Empl... FANLOS00
& USNG Ma...
st e | | R et |
|@ Done

’_’_ 2| Local intranet 4

[EEE SR <owo FIE

B | &

OS]

iastartl (0] Ik - Micrasaft Outlook | ¥ Microsoft Word - FALACS . I @FAACS - Microsoft Irrterne...l

II]nwnIuad complete

Click on CLOSE. Log off FAACS.

|ﬂi{)@3ﬂ@ 11:33 &M

Go into EXCEL and access the document. For the document to show up, Files of
type should be changed from Microsoft Excel Files to either All Files or Text Files.

When you locate the file, open it.

Office of the Comptroller
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Procedures, Continued

.. Arial

You will come to the Text Import Wizard screen, step 1 of 3.

* 10 =

B s %, &vg.|

B 7 U S

EECIEEANEY iR

— |

BE =LA S o -

—
—

e~ mac EEA 2 ARR

”ﬁ File Edt ‘iew Insert Formst Tools Dats Window Help

= | Bk - ‘ B

n Y
“1— -}‘o‘ﬁaFavorﬂesv Go -
Al j = | Text Import Wizard - Step 1 of 3 7 x| )
1 & B The Text Wizard has determined that wour data is Delimited. I !
If this is carrect, choose Mext, or choose the Data Tvpe that best describes wour data, |
L riginal data bvpe
=N Choose the file bype that best describes your data:
4 % Delimited - Characters such as commas ot tabs separabe each field.
% " Fixed width - Fields are aligned in columns with spaces between each field,
| 7 Start import at row: |1 3‘ File Origin: IWindows {ANST) j
g 2]
F—D Preview of file F:\JACK\FAACSREPT S dovwnload. bxk,
11 |1 AGEHCY |1CATEGORY I IDENTIFICATIONIDATE CREATEIDATE UFPDATEN :‘I
ER |2 1000400000005270200007180200007180S0UND SYSTEM OLD CHAHM
| = | 3A0004000000034790199904190199904191GATEWAY 2000 GP5-166
13 |4 100p400000004250199904231199904231DELL Pe266 COMPUTER
14 |S[100p41000000545120001016 020001016 10FPTRA E310 PRINTER
15 cloopd4p000000611n200010189200010180HPT.T 40507 PRINTER |
16 d_l
17 | | " |
_1 g Cancel = Bacl |
19
NF"] ¥ M, Sheetl { Sheetz £ Sheetd J 1] | |
Readly Il T —

iﬂstartl () Inboi: - Micrasaft Outlook | [E¥ Microsoft Word - FAACS . IIXMicmsuﬂ Excel - Book1

Office of the Comptroller

A EEPPEA 1103 am

Choose Delimited in the “Original data type” box. Make the “Start import at row”

field 1. Choose Windows in the “File Origin” field. Click on Next.

Continued on next page
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Procedures, Continued

This will bring up Step 2 of 3 of the Text Import Wizard.

= I |
“.ﬁ.rial -1u-|nfg|§§§\$%,f58£3 E j
D2d sy snad o o @€ = - 83 &

| &P o e B A

2

”ﬁ File Edt ‘iew Insert Formst Tools Dats Window Help

i =181

|

= REEERE S

“ L ‘ [} ‘ oy @ Favorites - | Go~ | | Bookl -
Al j = | Text Import Wizard - Step 2 of 3 7 x| )
o B C This screen lets vou set the delimiters vour daka conkains, You can see I
1 how wour kext is affected in the preview below, | |
2
3 .

e Sl s [ Treat consecutive delimiters as one [:@

? v 1ab [ Semicolon [ Comma R

T I space [~ Other: I_ Texk Qualifier: W @

|7 e

i rData preview

| 9
10
11 BGEHCY CATEGORY [IDENTIFICATION [DATE CREATE DATE UFDATE [DE| :‘I

12 | 100 4 0000onsz27? 20000718 20000718 IS0

e 100 4 000000347 19990419 19990419 1G4
13 100 4 000000425 19990423 19990423 [CE|
14 100 4 noo0o0s545 20001016 20001016 ICF|
15 100 4 nooo000e1] 200010148 20001018 Pl -]

15 A )

l Cancel < Back Mext = Finish g
18 =
19 8

4|4 bIl, Sheet ( Shest 7 Sheerd 7 [41 | L|_|J %
Readly Il T —

iﬂstartl () Inboi: - Micrasaft Outlook | [E¥ Microsoft Word - FAACS . IIXMicmsuﬂ Excel - Book1

Choose “Tab” in the Delimiters box and
on Next.

A EEPPEL 1110 aM

choose “none” as the Text Qualifier. Click

Office of the Comptroller 14
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Procedures, Continued

This will bring up Step 3 of 3 of the Text Import Wizard.

T
“.ﬁ.rial - 10 -|B 7 U|

= 0
B 8 %, W%

EECIEEANEY iR

CAC IR T

| al|F @ o e EE 2 2

”ﬁ File Edt ‘iew Insert Formst Tools Dats Window Help

[

|

=l5] x|

= REEERE S

“ - = ‘ (] ‘ & @ Favarites = | Go~ | [51 | NT-FSIDISREY) JACK\ FAACSREPT S, dovwnload, bxt -
Al j = | Text Import Wizard - Step 3 of 3
A B c This screen lets wou select each colurmn and set

the Data Farmat.

‘meneral’ conwerts numeric walues to numbers, date ¥
walues ko dates, and all remaining walues ko kext,

olurnn daka Farmat I |

" General

e Dake

™ Do not import columin (Skip)

MDY =

B & sowo Ff

&= | &

rData preview
¥ Geperal lBeperal General General e
EeNev@ A TEGORY (IDENTIFICATION DATE CEEATE DATE UFPDATE DE:‘I
100 4 noononsz27 20000718 20000718 50
0 4 noonon347? 19990419 19990419 154
0 4 noonon4zs 19990423 19990423 [DE|
00 4 noo0o0s545 20001016 20001016 IDF
00 4 oono0ell 20001018 20001018 Pl -]
A )
Cancel | < Back | Mext = | Finish I

) o oy

]

4 A [k [} Sheet § Sheet? & Sheetd f
Ready

|41

= il

iﬂstartl () Inboi: - Micrasaft Outlook | [E¥ Microsoft Word - FAACS . IIXMicmsuﬂ Excel - Book1

Click on finish.

| OS0!

[ UK | 1
@ PP 1111 am

Office of the Comptroller
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Procedures, Continued

This will open the file in Excel as a text document (.txt file extension).

X Microsoft Excel - download.txt
”.ﬁ.rial - 10 v‘B I g‘

DR aly ] o

£

=8 %, WwEE
AWz A% e P
[ e~ e o e R

Cu - 100% =

A4

”ﬁ File Edt ‘iew Insert Formst Tools Dats Window Help

“ - = ‘ (] ‘ 4 @ Favortes = | Go~ | 51 | VINT-FS\DISREY) JACK|FARCSREPTS dovrload  txt -

Al -] =| ‘AGENCY

A B | ¢ | o | E | F | &6 [ H [ 1 | 4
1 |AGEMCY ICATEGORIDENTIFIC/ACT DAT USEFUL [ACO COSACO METCONTROL OWN_ ST AVAILABILCOM T
| 2 (100 4 1| 19340921 20H F A L ] Y '
| 3 100 4 2| 19891027 20H P A v 0 A
| 4 100 4 3| 19871130 10H P A =) 0 A @
| 5 (100 4 4119331205 10H F A =] ) Y =
| B (100 4 5] 19331205 10H F A =) ] Y E
| 7 100 4 7| 19900102 20H P A v 0 A &]
| 8 100 4 10/ 19900522 5|/H P C A L 0 A —
| 9 (100 4 15 19901001 7H F C A L o] f g
|10 {100 4 20019930113 g/H F A L ] Y
| 11 100 4 2119920901 10H P A L 0 A
| 12 {100 4 2419931201 10 H P C A 1 0 A
| 13 {100 4 2519931201 10H F C A L ) Y
| 14 {100 4 2819930824 10H F C A L ] Y
| 15 100 4 29 19930929 10H P A L 0 A
| 16 {100 4 30 19930929 10 H P A 1 0 A
|17 {100 4 3119930929 10H F A L ] Y =
| 15 {100 4 3219930929 10H F [ A L ] Y 'Q'
19 (100 4 33 19930929 10H P A L 0 A . 3
N'—II: :ﬂ}l? download A 244002007000 40 L rn Jﬂ_ll"" N [N} () \hJ—I %
Ready | | [ UM | I
;ﬂmard (5] Info: - Microsoft Cutiok | W Microsoft ord - FAACS . IIEMicrnsuﬂ Excel - down... | D™ 214 am

Choose File from the menu bar, and then Save As to save the file as an Excel file.
Give the file a name in the “File name:” box and make sure that the “Save as type:”
box is Microsoft Excel (.xls extension). Then choose “Save”.
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Procedures, Continued

The file is now an Excel spreadsheet.

G

”.cv.rial -10-B1g‘§§§|$%, =i . M. A

Dz ehy saas - (a®/=A8H BES -0
e P o cEEF # 2A

™ Ele Edt View Insert Format Tools Data Yndow Help

“ - = ‘ (] ‘ ot @ Favoites - | Go - | B | VNT-FS\DISREY, ACK FAACSREPTS dawnload  bxt -
a1 -] =| ‘AGENCY
A B | ¢ | o | E | F G | H [ J |k
1 |AGENCY ICATEGORIDENTIFIC/ACG DAT USEFUL [ACO COZACCQ METCONMTROL OWYN_ ST AVAILABILCOM

| 2 100 4 1 1934091 20 H P A I 0 Y

| 3 100 4 219391027 20 H P A 1 0] b

| 4 100 I Save As 2 x| v RE
%188 | Savei: |1 FAACSREFTS = EI |_ o El 1 =
| 7 [100 | FEl100dwnldmarn3.ds 2 FUNDPGMCP,XLS B GASBDISPplus KLS Save | i %
i 100 ] acqworksheets, xls Efundpgmcpadj.xls ﬁsvtcequipdisp.XLS i

i 100 ] Deprpgrin. xls ﬁFundsrc.xls @vdacsequip.xls Lcell i g
101100 " [BIDEPRPGMCP LS B IFUNDSRECADI HLS options..._| L

| 11100 | PElDEPRPGMCPADIALS  )Gashacq.ds W

| 12 1100 | B Deprerc.xls % GASBACQPLUS.HLS k3

| 13100 \ B8 )DEPRSRCADINLS B GASEACCPLUSADT. XLS i

| 14 100 ] Fundpgrm, xls ﬁGasbdisp.xls i

| 15 {100 ] b

|16 {100 ] b

% ::gg * File name: | 100dvunidmaroa) s =l 1 £
|19 (100  Save as bype; IMichsoFt Excel Workbook (*, xls) j Y g
ESTaBE Tals W JLI ]
4[4 [¥ (M, download / IEN| * %

Ready | |

iﬂstartl Inbnx - Microzoft Cutlook | ¥ Microsoft Word - FALACS . IIXMicmsuﬂ Excel - down...

o TNURT | rr
| AT a2saM

The master file that has been downloaded is the master file as it exists on the day it is
downloaded. Each time new transactions are posted to the master file during a
nightly edit update, the master file will change effective the next business day. The
master file may be downloaded whenever desired.
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Procedures, Continued

Please note that the file contains headings at the top of each column. Each column
represents one of the FAACS fields (or data elements) while each row represents a
FAACS record. Each record is identified by its key field information (agency
number, category number and FAACS ID). Use Excel’s tools to manipulate the data,
as you desire to develop reports customized for your needs. Delete columns that you
don’t need. Use the sort and/or filter commands. Some columns may need to be
widened or narrowed. Columns may be shifted around.

For the columns that contain dollars and cents, take the following steps:

Step

Action

1

Insert a column to the right of the column that has the dollars and cents in
it (funding amount, accumulated depreciation or depreciation expense
YTD columns).

In the new column, put a formula that multiplies the amount in the “dollar
and cents” column times .01.

(98]

Copy the formula to the remaining rows in the column.

N

Insert an additional column to the right of the one just created.

Copy the column with the formulas into this new column.

Step Action

A Highlight the first column (the one with the formulas) that was
created.

Choose Edit from the menu bar.

B

C Choose Copy.

D Highlight the new (at this point, empty) column by clicking on
the letter at the top of the column.

Choose Edit from the menu bar.

E
F Choose Paste Special.
G Click on Values and then OK.

Format the column as currency.

Step Action
A Highlight the column by clicking on the letter at the top of the
column.
B Choose Format.

C Choose Cells.

D Choose Currency and then OK.

Sum the column.

Delete or hide the other 2 columns.

Office of the Comptroller
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Procedures, Continued

The financial and programmatic lines of coding for each record may contain up to
eight lines of code. To determine the totals for each asset in the case of multiple
lines of coding, insert columns at the end of the series of the eight groups of financial
and programmatic coding and insert formulas that sum the eight funding amount,
accumulated depreciation or depreciation expense YTD columns.

TIP: Many agencies manage their assets based on the location (FIPS, building
ID, floor, wing & room) fields, the Organization code field or the responsible
position fields. Sorting on nomenclature code can help subcategorize equipment
assets by federal cost category.

Continued on next page
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FAACS Table
Download

From the FAACS File Download Screen, choose “Table Files”.

i FRACS - Microsoft Internet Explorer

J File Edit “iew Favorites Tools  Help
4:' >
ok Address I@ http: firt-cfigaifascaimain.cfm j ﬁfv\’GD
i
Favotites 8l 572242003 Fixed Asset Accounting and Control System 9:37:24 AM
b A 2
FAACS Download Screen

A Links I
L Mecia Master File Maint | Trans File Maint | Error File Maint | Summary Maint | Wiew Tables | Restricted | Other
&]msn

by Docum... = o
by FAACSK File Download Screen
&] Radio Stat...
@ Wigh Everts
& hitp-wrw Iaster File

Official D
4 {Table Files]
&] May 2000 .
@ The Unive...
@ MSk .com
@ Broakings
@ Couritry ..
@ Departme...
@ recruit

FAHLOY0O USERID I DATTH

@ Wirdinia Cr...
&] State Empl...
&7 USNG Ma ..
B naen | |1 L 0 |

]

’_’_ E‘g Local intranet

v

OSSO

iy start | (o] Ik

- Micresoft Cutlook | [ Microsoft Word - FAACS ... ||@F.nn.cs - Microsoft Inte...
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Procedures, Continued

The next screen allows the user to choose which table file to download. Choose the
desired table. Follow the steps outlined above to open the file as a text file and then
save it as an Excel file.

3 FAACS - Microsoft Internet Explorer
J File Edit “iew Favorites Toolz  Help |
42 >
A Address |@ hitp: int-cfigalfaacsinain.cfm -] @ce
i
Favorites 2 Sl 572242003 Fixed Asset Accounting and Control System
b A 2
FAACS Download Screen
[ Links =
(O tecia Master File Maint | Trans File Maint | Error File Maint | Summary Maint |
&]msH
D by Docum. .. E E
FAACS Tahle File Dovnload
&] Radio Stat...
@ wiigh Events
€] hitp--wrw.. Funding Source
Official D...
8 [Federal Cost Catezory]
&1 May 2000 ..
&] The Unive... HMomenclature
@ MSH com
@ Brookings
@ Couritry b
@ Departme ..
@ recruit
&1 virginia Cr .. FAMLO900 USERID D DATTH =
@ State Empl... o
& USNG Ma... o
o o e e ol [ 0 [ [HECe [iocore RIRD
|@ ’_’_ 25| Local intranst A 4
#start| [5]nbox - icrosoft Outiock | [ Microsoft Wword - FAACS . ||@F.nn.cs - Microsoft Inte... DB PO azsam
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Contacts

DOA Contact Assistant Manager, Fixed Assets and Indirect Cost

=2 (804) 225-2646
FAX (804) 786-3356
>4 finrept@doa.virginia.gov

Subject Cross References

References CAPP Topic No. 70315 - Logging On and Off
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